CGENERAL SERVI CES ADM NI STRATI ON
Washi ngt on, DC 20405

Cctober 19, 1995

FI RMR BULLETIN B -3
Revi sion 2

TQO Heads of Federal agencies
SUBJECT: Standard and Qpti onal Forns Managenent Program

1. Purpose. This bulletin provides procedures for obtaining approva
for new, revised, or cancel ed Governnmentw de Standard or Qpti onal
Forns, including exceptions and electronically generated forns. It

al so specifies agencies' responsibilities for devel opi ng,

promul gati ng, sponsoring, and managi ng Gover nnmentw de forns through
the Standard and Qptional Forns Managenent Program

2. Expiration date . This bulletin contains information of a
continuing nature and will remain in effect until revised or cancel ed.
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Topi ¢ Par agr aph

I nteragency Commttee on Medical Records................ 12|
Availability of forms....... .. ... . . . . . . 13
List of Standard and ptional Forns Not To Be

Electronically Generated........................... Attachment A
Termnology to Incorporate in Solicitations

of Automated Standard and Qptional Forms........... Attachment B

4. Rel ated materi al

a. Budget and Accounting Act of 1921
b. 5 Code of Federal Regul ations 1320
c. Paperwork Reduction Act of 1980
d. Paperwork Reduction Reauthorization Act of 1986
e. Freedomof Infornation Act
f. Privacy Act of 1974
g. FIRWR § 201 -9.202-1
h. FIRWR Part 201 -11
i. FIRWR Part 201 -22
| FPMR Part 101-26
5. Informati on and assi st ance

Ceneral Services Admnistration
For ms Managenent Branch (CARV)
18th and F Streets, NW

Washi ngt on, DC 20405

Tel ephone: FTS or commercial (202) 501 -0581 (v)

6. Definitions .

"Content exceptions" nmeans additions or changes to or del etions of one
or nore data elenments on a Standard or Qptional Form

"El ectronically generated forns" nmeans forns generated by FIP systens
as defined in FIRWR (41 CFR 201 -4.001.

"Exception" neans promul gati ng or sponsoring agency's approval to
change the content, format, or printing of a Standard or Qpti onal
Form

"Format" means a guide, table, sanple, or exhibit that illustrates a
predeterm ned arrangenent or |ayout for presenting data. A format nay
or may not be a form
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"Format exceptions" neans changes nade by altering the spacing of
and/or rearranging the data el enents on a Standard or Qptional Form
w t hout changi ng the data el ements thensel ves.

"Non-formitem neans a printed product w thout spaces for entering
information. Sone non -formitens have been incorporated into the
Standard and Optional Form Programso that they may be controll ed

Gover nnent w de.

"ptional Form' nmeans a form devel oped by a Federal agency for use in
two or nore agenci es and approved by GSA for nonmandat ory
Cover nnent wi de use.

"Overprinting"” means the printing of pertinent identical entries (e.g.
agency name, accounting codes) in a captioned area on a Standard or
Optional Form Overprints are not exceptions.

"Printing exceptions" means changes in the printing specifications of
a Standard or Optional Form i.e. changes to the color, size or type
of paper; changes in color or type of ink; the establishnent of nulti-
part sets and margi nally punched constructions in lieu of cut sheets;
and use of an alternative printing technology (e.g., electronically
generated forns may require a printing exception or a format exception
-- see paragraph 12g).

"Promul gati ng agency” neans any Federal agency that devel ops a
Standard Form as defined below and in FIRWVR 41 CFR 201 -4.001 and
prescribes the nmandatory CGovernnentw de use of that form

"Standard form nmeans a formprescri bed by a Federal agency pursuant
toits authority, and approved for mandatory Covernmentw de use.

"Sponsoring agency" mnmeans any Federal agency that devel ops an oti onal

Form as defined above and in FIRWR 41 CFR 20l -4. 00l .
7. Acronyns .

CFR Code of Federal Regul ations

FI PS Federal Information Processing Standard

FPMR Federal Property Managenent Regul ation

| OWR I nteragency Commttee on Medi cal Records

avB G fice of Managenent and Budget
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8. (Qigin of the program . The Standard and Qptional Forns Managenent
Program was devel oped and initially operated by OVMB in conpliance with
the authorities prescribed by the Budget and Accounting Act of |92I.
GSA assuned responsibility for the programon My 29, 1967, through
agreenent with OvB. OMB assigned additional responsibilities to the
Standard and Optional Forns Managenent Programin 5 CFR 1320, which

i npl enents the Paperwork Reduction Act of 1980 and the Paperwork
Reducti on Reaut horization Act of 1986.

9. Programdescription . The objectives of the Standard and Qpti ona
Forns Managenent Programare to provide for

a. Increased productivity and econony through sinplified,
cost -effective practices and procedures for designing, creating,
printing, electronically generating, stocking, distributing, using and
managi ng Gover nnentw de Standard and Optional Forns and exceptions
t hereto.

b. The creation of Standard and ptional Forns based on a valid
need and in conpliance with applicable |aws and regul ati ons, including
the Freedomof Information Act (5 U S.C 552), the Privacy Act of |974
(5 U S.C 552a), and Federal Information Processing Standards (FIPS).

c. The elimnation of unnecessary forns, regardl ess of nedia.

d. I nproved Governnentw de comruni cati on and econom es t hrough
coordination of the programwi th other interagency information
resour ces nmanagenent activities and prograns.

e. Conservation of natural resources through elimnation of paper
fornms to the nmaxi num extent possi bl e.

10. Agency responsibilities

a. FIRVRrequirenents. FIRWVR § 201 -9.202-1 requires each agency
to:

(1) Establish and issue in the FEDERAL REAQ STER
Gover nnentw de procedures prescribing the use and availability of al
Standard and Optional Forns which it promul gates or sponsors
(revisions may be announced in the appropriate directive or regul atory

system.
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(2) pbtain GSA approval for each new, or cancel ed Standard
and Qptional Form 60 days prior to inplenentation, using Standard
Form 152, Request for O earance or Cancellation of a Standard or
Optional Formor Exception. Hectronic generation of a Standard or
Optional Formon bl ank paper is addressed in paragraph 12g.

(3) Provide GSAwith a canera ready copy of the Standard and
otional Forns the agency promul gates or sponsors, prior to
i npl ement ation, at the address shown in paragraph 5. above.

(4) Designate an agency -level Standard and Qptional Forns
l'iaison representative and alternate to coordinate all matters
relating to Standard and Qoptional Forns. GSAis to be notified in
witing of each designee's nane, title, nmailing address, and tel ephone
nunber within 30 cal endar days of the designation or redesignation.

Al'l communi cations concerni ng desi gnees shall be forwarded to GSA at
t he address shown in paragraph 5. above.

(5 Annually review all Standard and Qptional Forns which
t he agency pronul gates or sponsors, including exceptions, for
i nprovenent, consolidation, or cancellation.

b. Agency actions. In carrying out their responsibilities under
the Standard and Qptional Forns Managenent Program agenci es shoul d:

(1) Establish, issue, and inplenent internal procedures for
conpliance with the Standard and Qptional Forns Managenent Program

(2) Develop new and revised Standard and Qoptional Forns in
accordance with the agency's mssion, responsibilities, and authority;
applicable aws and regul ati ons; GSA forns anal ysis and desi gn
guidelines; and this FIRVR Bull etin.

(3) Ensure that new and revised Standard and Qptional Forns
and exceptions thereto do not duplicate forns al ready avail abl e under
the Standard and Qptional Forns Managenment Program

(4) Prepare a justification statenment for each Standard
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and Qptional Form devel oped, revised, or canceled and for each request
for exception to an existing Standard or Qptional Form The
justification statenment should include a specific assessnent of the
forms use and any effects on the programwhich the form supports.

(5 Make maxi numuse of electronically generated
Standard and Optional Forns.

(6) Maintain records docunenting all agency Standard and
optional Forns actions.

(7) Ensure that all agency electronically generated Standard
and Qptional Fornms conformto this FIRVMR Bulletin. Standard and
Optional Forns not recomrended for electronic generation are listed in
Attachment A

(8 Refer to Attachnent B for recommended term nol ogy to
incorporate in solicitations of autonmated Standard and Optional Forns.

(9) Make available for |ocal reproduction those forns with
an anticipated or actual CGovernmentw de annual usage of 5,000 or |ess.
Full size illustrations of these forns should be included in the
prescribing regulation or form announcenent, or otherw se be nade
avai |l abl e to users, and should be clearly annotated, "AUTHCOR ZED FCR
LOCAL REPRCDUCTI ON. "

(10) Standardi ze exception requests at the hi ghest
organi zational |evel possible.

(11) Coordinate the devel opnent, revision, or cancellation
of Standard and Optional Forns w th user agenci es.

(12) Prohibit the use of forns or exceptions which have been
cancel ed.

(13) Prohibit the changing of edition dates once assigned by
GSA
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(14) Pronote economc and efficient use of electronically
gener ated forns.

(15) Wirk directly wth GSAA CARMto resol ve Standard and
Optional Forns printing problens, stock di sposal problens, and
approval / accept ance of printing proofs and photo prints.

(16) Coordinate with OVMB on the approval of new and revi sed
Standard and Optional Forns that are within OVB' s paperwork burden
cl earance jurisdiction.

(17) Review, analyze, and approve or disapprove all requests
for exceptions to Standard and Optional Forns promul gated or sponsored
by the agency.

(18) Ensure and certify that all new or revised Standard and
Ootional Forns promul gated or sponsored by the agency are in
conformance with applicable | aws and regul ations, and that the copy of
the formand printing specifications are conplete and correct.

11. CGSAresponsibilities . In carrying out its responsibilities under
the Standard and Qptional Forns Managenment Program GSA will:

a. Pronote the sinplification of Governmentw de procedures and
i nprove office productivity through encouragi ng the devel opment of new
and revised Standard and Qptional Forms.

b. Approve or disapprove requests for new or revised Standard
and Qptional Forns.

c. Mintain and distribute to all agencies a current inventory
of approved Standard and Qotional Forns and a listing of current
agency |iaison representati ves.

d. Pronote the promul gation or sponsorship of new Standard or
otional Fornms when a need is denonstrated and when it is in the best
interest of the Governnent.
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e. Issue information on current Standard and Qptional Forns
cl earance acti ons.

f. Issue facsimle copies of all Standard and Optional Forns on
GSA' s CD-RaV

g. Coordinate with GSA's Interagency Reports Managenent Program
on the approval of new and revised Standard and pti onal Forns that
are al so I nteragency Reports.

12. Pr ocedures .

a. Approval and di sapproval of Standard and ptional Forns . The
pronmul gati ng or sponsoring agency shoul d:

(1) Request approval for new and revi sed Standard and
Ootional Forns by submtting one copy of each of the following to the
address shown in paragraph 5. above:

(i) A Standard Form 152, Request for d earance or
Cancel |l ation of a Standard or Optional Formor Exception

(ii) A statenent explaining the need for the new form
or change and the agency's certification that the formneets
all relevant statutory and/or programmatic requirenents and is
technically adequate. The justification should cite the prescribing
law or draft regulation. Revision requests should identify and
expl ain all changes.

(ii1) The draft form Revised forns shoul d incl ude
hi ghl i ght ed changes for quick identification.

(iv) A copy of the printing specifications for forns to
be printed and stocked in the Federal Supply System

(v) Alist of the nanes, titles, and organizations of
persons w th whom new or revised forns were coordi nated and a sunmmary
of any maj or problens on which agreenent could not be reached.

(vi) Alist of potential user agencies and their
proj ected annual usage.

(vii) Copies of other supporting docunments as required,
i.e., OMB approval notices, Interagency Report approval notices, etc.
8
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(viii) A draft announcenent of the issuance of the form
as it will be published in the FEDERAL REA STER (Al ternatively,
revi sions may be announced in the agency's directive or regul atory
system)

(ix) A recomendation and justification that GSA add
the formnunber and title to the list at Attachment A if it should
not be electronically generated or |locally reproduced w thout GSA
approval .

(2) Announce that new or revised forns with an anti ci pat ed
or actual Covernmentw de annual use of 5,000 or |ess are authorized
for local reproduction by user agencies.

(3) Announce the issuance of approved new or revised
Standard or Qptional Forns by publishing a change in the FEDERAL
REA@ STER  The i ssuance shoul d incl ude:

(i) Formnunber, title, and purpose;

(ii) Preparation and inplenentation instructions;

(ii1) Cbligation for use (i.e., mandatory or optional);

(iv) Frequency of use;

(v) Nunber of copies required,

(vi) Inplenentation date;

(vii) Interagency report control nunber and OVB
approval nunber and expiration date (if any);

(viii) Approximate availability date;
(ix) Quidance on use and disposition of present stock;
(x) Supply source; and

(xi) National stock nunber, when applicabl e.
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If the formis to be reproduced |ocally, a reproducible copy of the
formshoul d be included. A copy of the published i ssuance shoul d be
sent to GSA at the address given in paragraph 5. above.

b. GSA approval actions . GSA has the follow ng specific
responsibilities for forns approval:

(1) Analyze agency requests for new and revised forns to:

(i) Verify that the certification contains all rel evant
i nformation;

(ii) Ensure that approval will not result in duplicate
f or mrs;

(ii1) Ensure that the formfollows GSA forns design and
cost -effecti veness standards and gui del i nes.

(2) For approved requests:
(i) Assign an edition date and a form nunber;

(ii) Notify the requesting agency and GSA' s Federa
Supply Service of the decision on the returned Standard Form 152; and

(ii1) Enter the approved formin the Standard and
Optional Forns Inventory; and

(iv) Notify all agencies of the action by issuing a
A earance Regi ster noti ce.

(3) For requests that are disapproved, notify the requesting
agency of the decision on the returned Standard Form 152.

C. Cancel | ati on of Standard and Optional Forns

(1) The pronulgating or sponsoring agency shoul d:
(i) Request cancellation of the formby submtting to

GSA a Standard Form 152, a justification statenent, and a draft of the
proposed cancel | ati on noti ce.

10
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(ii) Notify the using agencies of the cancellation,
when approved by GSA, by publishing a cancellation notice in the
Federal Register. A copy of each notice should be submtted to GSA at
t he address given in paragraph 5. above.

(2) GSAw Il approve or disapprove the request and notify
the promul gati ng or sponsoring agency and, in the case of approvals,
GSA' s Federal Supply Service of the decision on the returned Standard
Form 152.

d. Exceptions to Standard and ptional Forms . Each agency
shoul d:

(1) Request an exception to a Standard and Optional Form
only when the agency can denonstrate that the difference in the
content, format, or printing specifications of the exception is
cost -effective. Us e of an ptional Formis non-nmandatory; therefore,
if an agency elects not to use an optional form no exception is
required. Eectronically generated versions of Standard and Opti onal
Forns require exception approval when they do not conply with the
gui del i nes in paragraph 12.g. bel ow

(2) Establish exceptions to Standard and Qptional Forns at
t he hi ghest organizational |evel possible.

(3) Arrange for reproduction and stocking of its approved
excepti ons.

(4) Re-evaluate the need for previously approved exceptions
when either the excepted form its printing specifications, or the
basic formis revised.

(5 Analyze and approve or disapprove all requests for
exceptions to Standard and ptions Forns pronul gated or sponsored by
t he agency.

e. The exception process

(1) Agencies should submt exception requests to the
pronul gati ng or sponsoring agency responsible for the form The
request shoul d i nclude three copies of Standard Form 152, the

11
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justification statement, a copy of the form and the printing

requi sition (when applicable). The justification statenment shoul d
expl ain the reasons for the request, including why the Standard or

Opti onal Form cannot be used in the existing format or construction or
is not economcal as prescribed; the proposed alterations or changes
and the reasons for each; the resultant cost benefits; and an estinate
of the nunber of the excepted forns expected to be used in one year.

(2) Exception requests will be reviewed and anal yzed by the
pronul gat or/ sponsor to verify the need for the exception, the
conpl et eness of the docunentation, conpliance wth pronul gated
regul ati ons, Federal formdesign standards, and the goals of the
Standard and Qptional Forns Managenent Programoutlined in this
bulletin. The promul gati ng/ sponsoring agency should al so review the
request to limt unnecessary variations of the formfor econony of
application and, in the case of electronic forns, for need of
cl earance; and work with the requesting agency to clarify all issues.

(3) The promul gati ng/ sponsoring office shall approve or
di sapprove exception requests by signing the SF 152. (One copy of the
approval package including a signed SF 152 will be returned to the
requesti ng agency and, for approved exceptions, a copy of the
cl earance package will be sent to GSA/CARM at the address in paragraph
13b, bel ow.

(4) Agencies may electronically generate forns approved as
exceptions to Standard and Qptional Forns w thout further approval,
providing there are no changes to the form

f. Voi ded exceptions .

(1) Content and format exceptions (including electronic
versions) becone void when the affected Standard or ptional Formis
revi sed or cancel ed by the promul gati ng agency, or when the exception
is altered.

(2) Printing exceptions (including electronic versions)
becone void when the affected Standard or Qptional Formis cancel ed,
when a formthat neets user needs is stocked by GSA' s Federal Supply
Service, or when the formis revised unl ess the exception has no
content or format changes and the agency certifies in witing that
there is a continued need. This certification of continued need
shoul d be received by GSA within 60 workdays of the revision of the
Standard or Optional Form

12
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g. El ectronic generation of Standard and Optional Forns
Federal agencies may el ectronically generate Standard and pti onal
Forns w t hout exception approval provided each formconforns to the
fol | owi ng gui del i nes:

(1) Before starting an electronic fornms initiative, the
agency should review the "List of Standard and ptional Forns Not To
Be El ectronically Generated" in Attachment A Forns listed in
Attachment A may not be el ectronically generated w thout exception
approval .

(2) Like a photocopy, an electronic reproduction nust be
conpl ete, containing all instructions and questi ons whi ch appear on
the current official form The wording and punctuation of all itens,
instructions, and identifying information nust match exactly. No data
el enents may be added or deleted. The sequence and format for each
itemon the formnust be reproduced to the hi ghest degree possible.
Each itemnust print on the same page in approxi mately the sane
| ocation. However, forns printed face and back on the original nay be
printed on single sheets provided each page is identified wth the
form nunber, page nunber, and edition date. Likew se, nultiple part
sets may be printed as single sheets. The final formnust be printed
using the sane dinensions (length and width) as the current edition is
printed. Al blocks nust renain approximately the sane size and |ines
must remain approxi mately the sane length. GConsult with the
pronul gat i ng/ sponsori ng agency for possible variations in box and
paper sizes, paper color and/or special ink and paper, and |ine
I engths. Agencies should consult w th promul gati ng/ sponsoring
agenci es for gui dance on whether instruction pages (nornally |ocated
on the back of forns) nay be omtted fromthe back of electronically
generated forns. The electronic formshould contain the software nane
and vendor/producer (if any) at the bottomof the face page. National
Stock Nunbers (NSNs), used by the Federal Supply Service to identify
stock itens, may be omtted fromelectronically generated Standard and
Ooti onal For ns.

(3) The nane and producer/vendor (if any) of the software
used to create the electronic formnust appear on the face page bel ow
or near the formnunber. Formusers and agencies need a way to
identify electronic versions of forns fromprinter versions, in
determning the quality and accuracy of the software, and in the
overal | performance of the producer/vendor.

13
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(4) The accuracy of electronically generated Standard and
Ootional Forns is the responsibility of the forminpl ementor.
Revi sions nust be inplenmented properly and pronptly.

(5 Information on the current version of the formcan be
obtai ned by consulting the Standard and Optional Forns Facsimle
Handbook, the Inventory of Standard and Optional Forns, and the
Standard and Optional Forns Managenent Program ( GSA/ CARV) personnel at
GSA as indicated in paragraph 5.

(6) It isinportant to verify that forns produced from
standard software have not been altered by the conputer system
| dentical software used on different systemconfigurati ons can produce
forns that | ook the same but may be slightly different.

(7) Any formwith poor print quality or other defect which
renders it illegible or very difficult to read will not be acceptabl e.
Laser printers or near letter quality printers nmay be used to print
electronic forns. Dot -matrix printers that are only capabl e of
produci ng draft quality docunents shall not be used for form
generation, but may be used for filling in a preprinted formwhere
appropri at e.

(8) In the case where el ectronic versions contain
unanti ci pated defects which are not specifically described in these
gui del i nes, the Federal agencies (to include the Liaison
Representatives in the promul gating or sponsori ng agenci es) have the
right toreject the forns as inplenmented. Upon rejection, any
probl ens regarding the acceptability of a specific electronic version
of a particular Standard or Qptional Formshall be brought to the
attention of all concerned Federal agencies' Liaison Representatives,
the vendor (if any), and the Standard and Optional Forns Managenent
Program ( GSA/ CARV) .

(9) HEectronically generated Standard and Qopti onal Forns
that do not conformto these guidelines nust be cleared as exceptions.

h. Coordi nation with interagency reporting approved by GSA
Wien an agency devel ops or revises a Standard or (ptional Formin
conjunction with an interagency reporting requirenent, the agency
shoul d submt to GSA a Standard Form 360, Request for O earance of an
| nt eragency Reporting Requirenment, in addition to other clearance
docunents. Such a formw || need current interagency reporting
clearance at the tine it is approved as a Standard or Qptional Form

14
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i Standard and Qptional Forns used for collection of
information fromthe public or state or |ocal governnents :
Under 5 CFR 1320, Standard and Optional Forns that also require
approval by OMB (44 U S.C 3501 -3513) because they are to be used to
collect information fromthe public or state or |ocal governnents, or
are the basis of general purpose statistics, should be submtted by
the promul gati ng or sponsoring agency to OVB. Agencies should submt
a copy of the OVMB approval notice, in addition to other clearance
docunents, when devel opi ng, revising, canceling or requesting an
exception to a Standard or Qoptional Formrequiring OMB cl earance.

J - | nt eragency Comm ttee on Medical Records

(1) The Interagency Commttee on Medical Records (I OWR)
is responsible for reviewing all health care related Standard Forns to
ensure quality, uniformty, and adequacy of health care records of the
Federal Governnent. The ICOWR is responsible for devel opi ng new and
revi sed nedi cal Standard Forns and requesting cancel | ati on of obsol ete
nmedi cal forns and cl earance of exceptions to existing nedical Standard
Forns. GSA is responsible for providing assistance in the
pronul gati on process and for serving as co -pronmulgator with GOVR  The
operations of the IOWR are explained in FIRVR Bulletin B-5.

(2) The IGWR chairperson will initiate, sign, and submt
requests for the approval of nedical Standard Forns to:

CGeneral Services Admnistration (CARM
18th and F Streets, NW
Washi ngt on, DC 20405.

(3) CGSA/ICARMis responsible for approving these requests in
accordance with the procedures in this bulletin.

(4) Agencies will coordinate all matters relating to health
care-related Standard and Qoptional Fornms with the | OWR

13. Availability of forns

a. Ceneral procedures for procuring stocks of Standard and
Ootional Forns fromthe Federal Supply Service can be found in FPMR
sections 41 CFR 101 -26.2 and 101 -26.302, Standard and Qptional Forns.
Agenci es should also refer to | ocal procedures for ordering centrally
stocked forns. Standard Form 152 is

15
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aut hori zed for local reproduction. GCopies of the SF 152 are avail able
fromthe address in paragraph 5 above.
b. Overprinting of forns is ordered fromthe follow ng address:
General Services Adm nistration
Suppl y Managenent D vision (3FN -0
Washi ngton, DC 20406.
Tel ephone: FTS or comrercial (703) 305-6677(Vv)

14. Cancellation. FIRWBulletin B-3, Revision 1, dated June 15,
1992, i s cancel ed.

JCE M THOWPSON
Comm ssi oner
| nformati on Technol ogy Service

16
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Attachnent A

Standard and Optional Forns Not To Be H ectronically Generated

The follow ng Standard and Optional Forns nmay not be electronically
generated unl ess GSA grants an exception. For possible additions to
this list, contact Standard and Qptional Forns Managenent Program
personnel at the address and tel ephone nunber in paragraph 5.

SF NUMBER DOCUMENT Tl TLE

SF 66 G ficial Personnel Fol der

SF 66B Label - Caution Personnel Records, Restricted Usage

SF 66C Mer ged Records Personnel Fol der

SF 66D Enpl oyee Medi cal Fol der

SF 76 Federal Post Card Registrati on and Absentee Ball ot
Request ( FPCA)

SF 87 Fingerprint Chart

SF 87A Fingerprint Chart (Wthout CRI Nunber)

SF 97 The United States Governnent Certificate to bhtain
Title to a Vehicle

SF 98 Notice of Intention to Make a Service Contract and
Response to Notice

SF 149 U S Gvernnment National Cedit Card

SF 186 Federal Wite-In Absentee Ball ot

SF 215 Deposit Ti cket

SF 215A Deposit Ticket (IRS)

SF 215B Deposit Ticket (Qustons)

SF 215C Deposit Ticket (EFT)

SF 215D Deposit Ti cket

SF 260A-E Firefighter Personal Property Tag

SF 261 G ew Ti ne Report

SF 519A Radi ol ogi ¢ Consul tati on Request/ Report

SF 519B Radi ol ogi ¢ Consul tati on Request/ Report

SF 521 Medi cal Record - Denta |

SF 545 Laboratory Report D splay

SF 546 Chem stry |

SF 547 Chem stry 11

SF 548 Chemstry 111 (Uine)
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SF 549 Henat ol ogy

SF 550 Urinalysis

SF 551 Ser ol ogy

SF 552 Par asi t ol ogy

SF 553 M crobi ol ogy |

SF 554 M crobi ol ogy |1

SF 555 Spinal Fluid

SF 556 | mmunohenat ol ogy

SF 557 M scel | aneous (Lab Form

SF 603 Heal th Record - Dental

SF 603A Heal th Record - Dental Continuation
SF 700 Security Container Information
SF 703 TOP SECRET Cover sheet

SF 704 SECRET Cover sheet

SF 705 CONFI DENTI AL Cover sheet

SF 706 TCP SECRET (Label)

SF 707 SECRET (Label)

SF 708 CONFI DENTI AL ( Label )

SF 709 CLASSI FI ED (Label)

SF 710 UNCLASSI FI ED ( Label)

SF 711 DATA DESCRI PTCR (Label)

SF 712 CLASSI FI ED SO (Label)

SF 1081 Voucher and Schedul e of Wthdrawals and CGredits
SF 1094 U S Tax Exenption Certificates
SF 1103 U S Gvernnment Bill of Lading

SF 1166 OCR Voucher and Schedul e of Paynents
SF 1166A OCR Voucher and Schedul e of Paynments - Menorandum
SF 1167 OCR Voucher and Schedul e of Paynents (Continuation Sheet)
SF 1167A OCR Voucher and Schedul e of Paynents (Conti nuation
Sheet) - Menorandum

SF 1169 U S Governnent Transportation Request

SF 1203 U S Gvernnment Bill of Lading - Privately Oaned
Personal Property

SF 5515 Debi t Voucher

SF 5515A Debi t Voucher

SF 5958 OCR Check Issue Transmttal

SF 5958A OCR Check Issue Transmttal

CF 16 Sales Slip - Sale of Governnent Personal Property

G- 23 Char geout Record

G- 24 Shel f File Chargeout Record

CF 25 Shel f File Chargeout Record

CF 55 U S Governnent ldentification Card

CF 65A U S CGovernnent Messenger Envel ope

CF 65B U S CGovernnent Messenger Envel ope

CF 65C U S CGovernnent Messenger Envel ope

CF 70A Fragile (Pressure Sensitive Label)
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71A
73
74
78
80
81
83
84
85
86
86A
87

87A
88

95

99
112
120
124
155A
158
185
185A
191
191A

232
233
263

274
288
201
297
302
304
305
346

363
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Fragi | e (Adhe sive-Backed Label)
Met hod || Package (Label)
Met hod || Package (Label)
Caution - Magnetic Equi prent (50 Feet) (Label)
999 (Label)
999 (Label)
NMCS (Not M ssion Capabl e Supply) (Label)
NMCS (Not M ssion Capabl e Supply) (Label)
Fragile - Magnetic Tape (Label)
Personal Data (Warni ng) (Adhesive-Backed Label)
Personal Data (Warni ng) (Adhesive-Backed Label)
Attention - E ectrostatic Sensitive
Devi ces (Adhesi ve-Backed Label)
Attention - E ectrostatic Sensitive
Devi ces (Adhesi ve-Backed Label)
Attention - Static Sensitive
Devi ces (Adhesi ve-Backed Label)
Qoen - Locked (Sign)
FAX Transmttal (Label)
dassified Material Receipt
D pl omati ¢ Pouch Mail Registration
Limted Oficial Use - Cover Sheet
ImMm grant Visa and Alien Registration
CGeneral Recei pt
Qut goi ng Tel egram ( OCR)
Qut goi ng Tel egram (OCR) (Conti nuati on Sheet)
Qutgoi ng Tel egram (QCR - Over seas)
Qut goi ng Tel egram - Conti nuation Form (QOCR
- Overseas)
Unr ecogni zed Passport/ Bl ank Wi ver Cases
Consul ar Cash Recei pt and Record of Fees
Requi sition for Equi pnent, Suppli es,
Furniture, etc.
Equi prent Warranty (Label)
Energency Firefighter Tine Report
Emer gency Vehicle ldentification
Emer gency Equi pnent Shift Ti cket
Excess Property Inspection Certification
Emer gency Equi prrent Fuel an d G| Issue
Emer gency Equi prrent Rental Use Envel ope
U S Governnent Motor Vehicle Qperator's
| dentification Card
Menor andum of Cal |
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Term nology to Incorporate in Solicitations of Automated Standard
and Qptional Forns

"Termnology to Incorporate in Solicitations of Auto mat ed St andard
and Qptional Forns" means that | anguage which is used in requirenents
statenents, incorporated in requirenents docunents, solicitations, and
offers for acquisition of FIP resources. The following is presented
only as guidelines to aid Federal Information Resources program
managers and contract personnel. Each organization should fully
anal yze its specific needs and determne its requirenents before
sel ecting specific |language for its solicitations.

1. Alist of Standard and Optional Forns not to be electronically
generated by the vendor's software is listed in the attachment to this
docunment. Information on the current version of the formcan be

obtai ned by consulting the Standard and Optional Forns Facsimle
Handbook, or the Inventory of Standard and Qptional Forns.

2. Like a photocopy, an electronic reproduction nust be conplete,
containing all instructions and questions which appear on the current
official form The wording and punctuation of all itens,

instructions, and identifying information nust match exactly. No data
el enents may be added or deleted. The sequence and format for each
itemon the formnust be reproduced to the hi ghest degree possible.
Each itemmust print on the sane page in approximately the sane

| ocation. However, forns printed face and back on the original nay be
printed on single sheets provided each page is identified wth the
form nunber, page nunber, and edition date. Likew se, nultiple part
sets may be printed as single sheets. The final formnust be printed
usi ng the sane dinmension as the current edition is printed. A

bl ocks nust renain approxi mately the sane size and |ines nust renain
approxi mately the same |l ength. The electronic formshould contain the
sof tware nane and vendor/ producer (if any) at the bottomof the face

page.

3. The vendor's automated forns software shall include the
capabilities to fill in fixed and variable data on the autonated or
el ectronically generated Standard and Qopti onal Forns.

4. The mai ntenance cl ause of the electronic forns software shal
i ncl ude agreed upon periodi c changes/ nai ntenance to the Standard and
otional Forns to ensure the current version of the form
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5. The printer select programshall include configurations for |aser
printers or near letter quality printers to print electronic forns.
Dot-matrix printers that are only capable of producing draft quality
docunments shall not be used for formgeneration, but may be used for
filling in a preprinted formwhere appropriate.

6. In the case where electronic versions contain unantici pated
defects, the programoffice reserves the right to reject electronic
versi ons because of defects which are not specifically described in

t he gui delines established in paragraphs 1 and 2. Any probl ens
regarding the acceptability of a specific electronic version of a
particul ar Standard and ptional Formw || be brought to the attention
of the vendor.

7. The current working environment(s) consist of the follow ng
har dwar e, software and supporting network configurations:

(to be filled in by the Federal agencies)
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